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Reviewing or Changing Your Federal Tax Withholding (W-4) Information 
 
Reviewing Your Federal Tax Withholding (W-4) Information 
1. Select Self Service, Employee, Home, Employee Home.  The Employee Home page 

displays.  Click on Payroll and Compensation Home to go to the Payroll and 
Compensation Home page. 
• NOTE: You can also select Self Service, Employee, Home, Payroll and 

Compensation Home.  The Payroll and Compensation Home page displays. 
 
2. Click on W-4 Tax Information in the Taxes section.  The W-4 Tax Information page 

displays. 
• NOTE 1: You can also select Self Service, Employee, Tasks, W-4 Tax Information. 
• NOTE 2: If you are a Non-Resident Alien, you will receive the following message: 

 

 
 

• Click on  to continue. 
 

 
3. Review the following information on this page. 
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• General 
• NOTE: For security reasons, your Social Security number is not shown.  You can see 

this number by mousing over  and the number will be shown in a hover-
text box. 

• Home Address 
 

 
4. Review the following information on this page: 

• W-4 Tax Data 
• Claim Exemption 

 
Changing Your Federal Tax Withholding (W-4) Information 
1. Enter or select the appropriate information in the fields in the W-4 Tax Data and/or Claim 

Exception sections as needed. 
• NOTE: Fields marked with an * are required fields. 

 

2. Click on .  The Verify Identity page displays. 
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• NOTE: If you claim a number of exemptions that is higher than that allowed by the IRS 

because of a tax levy or lien, you will receive the following message: 
 

 
 

• Click on  to continue. 
 
3. Enter your Password in the Password field. 
 
4. Click on .  This brings you to the Submit Confirmation page. 
 

5. Verify  appears. 
 

6. Click on .  This brings you back to the W-4 Tax Information page. 
 


